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RCS VB-1

Part I, Section V

SECTION V

PERSONNEL
	Item No.
	Title and/or Description
	Disposition
	Authority

	05-034.000
	Applications for employment such as SF 171 and SF 171-A and related papers, EXCLUDING (a) records relating to appointments requiring senatorial confirmation, and (b) application resulting in employment filed in the official personnel folder.
	Destroy upon receipt of Office of Personnel Management (OPM) inspection report or when 2 years old, which ever is earlier.


	GRS 1, item 15

	05-034.050
	Application Cross-Index File: Applicant and appointee sections.
	Destroy upon receipt of OPM inspection report or when 2 years old, whichever is earlier.
	GRS 1, item 15

	05-034.060
	Application Register Card File.
	Destroy upon receipt of OPM inspection report or when 2 years old, whichever is earlier.
	GRS 1, item 15

	05-035.000
	Official Personnel Folder:
	
	

	05-035.010
	Folders on active employees, EXCLUDING papers on left or temporary side of folder.
	Retain in active file.
	MP-5, part I, chapter 293

	05-035.020
	Folders on separated employees, EXCLUDING papers on left or temporary side of folders.
	Transfer to inactive file upon separation; retire to National Personnel Records Center (NPRC), St. Louis, MO, 30 days after separation.  NPRC will destroy 65 years after separation from Federal service.


	GRS 1, item 1b

	05-035.030
	Folders on employees transferred to another agency, EXCLUDING papers on left or temporary side of folder.
	Transfer after receipt of request for transfer.
	MP-5, part I, chapter 293

	05-035.040
	All copies of correspondence and forms maintained on the left side of the Official Personnel Folder, excluding performance- related records.
	Destroy upon separation or transfer of employee or when 1 year old, which ever is sooner. 
	GRS 1, item 10

	05-037.000
	Dummy Personnel Folders.
	Destroy 1 year after separation of the employee or 1 year after the employee leaves the centralized position.



	NA Job II 

NNA 2413

	05-039.000
	Service Record Card (VA Form 4644-2, or equivalent). (Related item no. 13-046.100)
	Destroy 3 years after separation or transfer of employee.
	GRS 1, item 2b

	05-042.000
	Training and Development Records:
	
	

	05-042.100
	Training Course Record, VA Form 3913.
	Destroy when 1 year old.
	VBA approved as nonrecord.

	05-042.200
	Training Time Table (VA Form 3937 or equivalent) and related papers.
	Destroy after all employees have completed training.
	VBA approved as nonrecord.

	05-043.000
	Daily Record of Employee's Emergency treatment.
	Destroy 2 years after last entry.
	GRS 1, item 20b

	05-044.000
	Employee's Recurring Examination Schedule Files:  Employee's recurring health examinations, tests, and vaccination schedule; tuberculin test record; and name inserts.
	Destroy after being replaced by new card or after separation of employee.
	NA Job II

NNA 2413

	05-045.000
	Employee Awards Files:
	
	

	05-045.100
	Incentive Award Program Case Files.  Case files including recommendations, approved nominations, memorandums, correspondence, reports and related handbooks pertaining to agency-sponsored cash and non-cash awards such as incentive awards, within-grade increases, and outstanding  performance.
	Destroy 2 years after approval or disapproval.
	GRS 1, item 12a(1)

	05-045.200
	Correspondence or memorandums pertaining to awards from other government agencies or private organizations
	Destroy when 2 years old.
	GRS 1, 

item 12(a)(2)



	05-045.300
	Incentive Award Program Index File: Subjective index relating to employee's suggestions.
	Destroy 2 years after related approval or disapproval.
	NA Job II

NNA 2019

	05-045.400
	Incentive Awards Program Register.
	Destroy 2 fiscal years after date of last entry.
	NA Job

350-S232

	05-046.000
	Reduction-in-Force Records:
	
	

	05-046.100
	Retention Registers:
	
	

	05-046.110
	Registers from which reduction-in-force actions have been taken.

	Destroy when 2 years old.
	GRS 1, item 17b(1)

	05-046.120
	Registers from which no reduction-in-force actions have been taken.


	Destroy when super- seded or obsolete.
	GRS 1, item 17b(2)

	05-047.000
	Position Description File (OF 8, Position Description; SF 75, Request for Preliminary Employment Data) and related papers.
	Destroy 5 years after position is abolished or description is super- seded.
	GRS 1,

item 7(a)(2)(a)

	05-048.000
	Position Number Control File.
	Destroy after last entry has been made in the register and after new register is initiated.
	VBA approved as nonrecord

	05-049.000
	Chronological file of Notification of Personnel Action (SF 50B)
	Destroy when 2 years old.
	GRS 1, item 14a

	05-050.000
	OPM Authority File: Requests for certificates of eligibles.
	Destroy when 2 years old.
	GRS 1, item 5

	05-051.000
	Fingerprint Charts: Illegible or inaccurate charts.
	Destroy after corrected charts have been made.
	VBA approved as nonrecord.

	05-052.000
	Correspondence Files: Papers, letters and memorandums which reflect routine day-to-day activities, operations, and administration and which do not establish policies, procedures, or precedents.
	Destroy when 2 years old.
	NA Job

II NNA 2413.

	05-055.000
	Merit Promotion Records as outlined in MP-5, part 1, chapter 335.
	Destroy after OPM audit or 2 years after the personnel action is completed, which ever is sooner.


	GRS 1, item 32.

	05-056.000
	Exit Interview File-Interviews conducted on
 behalf of management to ascertain the real reasons why employees leave the VA.
	Destroy 6 months after transfer or separation of employee.
	GRS 1, item 8

	05-057.000
	EMF (Employee Medical Folder).
	
	

	05-057.100
	Long term medical records:
	
	

	05-057.101
	Folders on transferred employees.

	See 5 CFR part 293, subpart E for instruct- tions.
	GRS 1, item 21a(1)



	05-057.102
	Folders on separated employees.
	Transfer to National Personnel Records Center (NPRC), St. Louis, MO, 30 days after separation.  NPRC will destroy 75 years after birth date of employee, 60 years after date of the earliest docu-ment in the folder if the date of birth cannot be ascertained, or 30 years after latest separation, whichever is later.
	GRS 1, item 21a(2)

	05-057.200
	Temporary or short-term medical records as defined in the Federal Personnel Manual.
	Destroy 1 year after separation or transfer of employee.
	GRS 1, item 21b

	05-057.300
	Individual Employee Health Case Files created prior to establishment of the EMF system that have been retired to an FRC.
	Destroy 60 years after retirement to FRC.
	GRS 1, item 21c

	05-058.000
	Reemployment Priority Listing.
	Destroy by shredding separate page(s) of the listing 1 year after all employees' reemploy- ment priority rights have expired in accordance with Federal Personnel Manual, chapter 351, subchapter 8.
	NA Job

NC1-15-84-22

	05-059.000
	Employee individual development plans, including records of data used in plan development, such as: personal employment data; employee self-analysis of development needs; committee appraisal records; and related records.

	Destroy individual development plan after being replaced or determined to be obsolete and after documenting personnel folder.  Destroy records used in pre paring the plan after the plan has been formulated.
	NA Job

NN 168-21

	05-060.000
	Statement of employment and financial interests, and related papers. (VA Form 4653a, Confidential Statement of Employment and Financial Interests-Government Employees, VA Form 4653b, Confidential Statement of Employment and Financial Interests-Special Government Employees.)

	Destroy when 6 years old except those documents needed in an ongoing investigation which will be retained until no longer needed in the investigation.


	GRS 1, item 24b

	05-061.000
	Offers of Employment Files Correspondence, letters, and telegrams offering appointments to potential employees:
	Destroy when no longer

needed.
	GRS 1, item 4a



	05-061.100
	Accepted offers.
	
	

	05-061.200
	Declined offers:
	
	

	05-061.210
	When name is received from certificate of eligibles.

	Return to OPM with reply and application.
	GRS 1, item 4b(1)

	05-061.220
	Temporary or accepted appointment.
	File with application.
	GRS 1, item 4b(1)

	05-061.230
	All others.
	Destroy immediately.
	GRS 1, item 4b(3)

	05-062.000
	Employee Record Card, VA Form 5-4644a, or equivalent, (Related item no. 13-046.200).
	Destroy on separation or transfer of employee.
	GRS 1, item 6

	05-063.000
	Incentive Awards Program Reports.  Reports pertaining to the operation of the Incentive Awards Program.
	Destroy when 3 years old.
	GRS 1, item 13

	05-064.000
	Personnel Operations Statistical Reports.  Statistical reports in the operating personnel office and subordinate units relating to personnel.
	Destroy when 2 years old.
	GRS 1, item 16

	05-065.000
	EEO (Equal Employment Opportunity) Records:
	
	

	05-065.100
	Official Discrimination Complaint Case Files.  Complaints with related correspondence, reports exhibits, withdrawal notices, copies of decisions, records of hearings and meetings, and other records as described in 29 CFR 1613.222. Cases resolved within agency by EEOC or by a U.S. Court.
	Destroy 4 years after resolution of case.
	GRS 1, item 25a



	05-065.200
	Copies of Complaint Case Files.  Duplicate case files or documents pertaining to case files retained in Official File Discrimination Complaint Case File.
	Destroy 1 year after resolution of case.
	GRS 1, item 25b

	05-065.300
	Background Files.  Records not filed in the Official Discrimination Complaint Case Files.
	Destroy 2 years after final resolution of case. 
	GRS 1, item 25c

	05-065.400
	Compliance Review Records.  Reviews, background papers and correspondence relating to contractor employment practices.
	Destroy when 7 years old.
	GRS 1, item 25d(1)

	05-065.410
	EEO Compliance Reports.  
	Destroy when 3 years old.
	GRS 1, item 25d(2)

	05-065.500
	Employment Statistics Files.  Employment statistics relating to race and sex.
	Destroy when 5 years old. 
	GRS 1, item 25f



	05-065.600
	EEO General Files.  General correspondence and copies of regulations with related records pertaining to the Civil Rights Act of 1964, the EEO Act of 1972, and any pertinent future legislation; and agency EEO Committee meeting 
and records including minutes and reports.
	Destroy when 3 years old, or when superseded or obsolete, whichever is applicable.
	GRS 1, item 25g

	05-065.700
	EEO AAP (Affirmative Action Plan):
	
	

	05-065.710
	Agency copy of consolidated AAP(s).
	Destroy 5 years from date of plan.
	GRS 1,

 item 25h(1). 

	05-065.720
	Agency Feeder plan to consolidated AAP(s).
	Destroy 5 years from date of feeder plan or when administrative purposes have been served, whichever is sooner.
	GRS 1, item 25h(2)

	05-066.000
	Personnel Counseling Records:
	
	

	05-066.100
	Counseling files.  Reports of interviews, analyses and related records.
	Destroy 3 years after termination of counseling.
	GRS 1, item 26a

	05-066.200
	Alcohol and Drug Abuse Program.  Records created in planning, coordinating and directing an alcohol and drug abuse program.
	Destroy when 3 years old.
	GRS 1, item 26b



	05-067.000
	Labor Management Relations Records:
	
	

	05-067.100
	Labor Management Relations General and Case Files.  Correspondence, memorandums, reports such as backup to negotiating agreements, and other records relating to the relationship between management and employee unions or other groups.
	Destroy 5 years after expiration of agreement.
	GRS 1, item 28a(1)

	05-067.200
	Labor Arbitration General and Case Files.  Correspondence, forms, and background papers relating to labor arbitration cases.  
	Destroy 5 years after final resolution of case.
	GRS 1, item 28b

	05-068.000
	Grievance, Disciplinary and Adverse Action Files:
	
	

	05-068.100
	Grievance, Appeals Files (5 CFR 771).  Records originating in the review of grievance and appeals raised by agency employees, except EEO complaints.  These case files include statements of witnesses, reports of interviews and hearings, examiner's findings and recommendations, a copy of the original decision, related correspon dence and exhibits, and records relating to a reconsideration request.
	Destroy no sooner than 4 years but no later than 7 years after case is closed.
	GRS 1, item 30a

	05-068.200
	Adverse Action Files (5 CFR 752).  Case files and related records created in reviewing an adverse action (disciplinary or nondisciplinary removal, suspension, leave without pay, reduction-in-force) against an employee.  The files include a copy of the proposed adverse action with supporting papers; statements of witnesses; employee's reply, hearing notices, reports and decisions; reversal of action; and appeal records, EXCLUDING letters of reprimand.
	Destroy no sooner than 4 years but no later than 7 years after case is closed.
	GRS 1, item 30b

	05-069.000
	Preemployment physical examinations, disability retirement and fitness for duty examinations which are filed in the Official Personnel Folder upon separation of employee.
	File on right side of employee's Official Personnel Folder. Transfer with folder to National Personnel Records Center in accordance with current instructions contained in item no. 05-035.000.


	GRS 1, item 1b

	05-070.000
	Employee Performance Files-Non-SES appointees as defined in 5 U.S.C. 4301(2):
	
	

	05-070.100
	Appraisals of unacceptable performance, where a notice of proposed demotion or removal is issued but not effected and all related documents.
	Destroy after the employee completes 1 year of acceptable performance from the date of the written advance notice of
 proposed removal or reduction in grade notice.
	GRS 1, item 23a(1)

	05-070.200
	Performance records superseded through an administrative, judicial, or quasi-judicial procedure.
	Destroy when super- seded. 
	GRS 1, item 23a(2)

	05-070.300
	Performance-related records pertaining to a former employee:
	
	

	05-070.310
	Latest rating of record 4 years old or less and performance plan upon which it is based and any summary rating.
	Place records on left of OPF and forward to gaining Federal agency upon transfer or to NPRC if employee separates (see item no. 05-035.020 of this schedule).  VA retrieving an OPF from NPRC will dispose of these docu ments in accordance with item 05-070.320 of this schedule.
	GRS 1, 

item 23a(3)a



	05-070.320
	All other performance plans and ratings.
	Destroy when 4 years old or when no longer needed, whichever is sooner.
	GRS 1,

item 23a(3)(b)

	05-070.400
	All other summary performance appraisals records, including performance appraisals and job elements and standards upon which they are based.
	Destroy 4 years after date of appraisal.

	GRS 1, item 23a(4)

	05-070.500
	Supporting documents.
	Destroy 4 years after date of appraisal.
	GRS 1, item 23a(5)

	05-080.000
	Employee Performance Files-SES appointees as defined in 5 U.S.C. 3132a(2):
	
	

	05-080.100
	Performance records superseded through an administrative, judicial, or quasi-judicial procedure.
	Destroy when superseded.
	GRS 1, item 23b(1)

	05-080.300
	All other performance appraisals, along with job elements and standards (job expectations) upon which they are based.
	Destroy 5 years after date of appraisal, exclusive of any interim service as a Presidential appointee.

	GRS 1, item 23b(3)

	05-080.400
	Supporting documents.
	Destroy 5 years after date of appraisal or when no longer needed, whichever is sooner.
	GRS 1, item 23b(4)

	05-090.000
	Examining and Certification Records.  Records created under delegated agreements under the authority of 5 U.S.C. 1104 between the Office of Personnel Management and agencies allowing for the examination and certification of applicants for employment:
	
	

	05-090.010
	Correspondence concerning applications, eligibles certification, and all other examining and recruiting operations including but not limited to correspondence from the Congress, White House, and general public; and correspondence regarding accommodations for holding examina tions and shipment of test materials.
	Break annually. Destroy one year after break.
	GRS 1, item 33b

	05-090.011
	Stock control records of examination test material including running inventory of test material in stock.
	Destroy when test is superseded or obsolete.
	GRS 1, item 33c

	05-090.012
	OPM Forms 500OA/B, Admission Notice, or equivalent. (APPLICATION RECORD CARD PART OF FORM ONLY).
	Break file after examin- ation.  Destroy no later than 90 days after break.
	GRS 1, item 33d

	05-090.013
	Examination Announcement Case Files. Correspondence regarding examination requirements, original drafts of examination, and announcement issued.  EXCLUSIVE of correspondence and other records concerning qualification standards, job specifications and their development.
	Destroy 5 years after termination of related register.
	GRS 1, item 33e

	05-090.014
	OPM Form 5001-C, Register Card, or equivalent.  This document is used to record the eligibility of individuals for Federal jobs.
	Break records on indivi- duals with terminated eligibility annually.  Destroy 5 years after break.

When entire register is terminated, destroy 5 years after termination date.  (Registers established under case examining:  Destroy after audit by local OPM service center or 90 days after final action is taken on the certificate, whichever is sooner.)


	GRS 1, item 33f



	05-090.015
	OPM Form 4896, Notice of Transfer of Eligibility, or equivalent. (Letters to applicants denying transfer of eligibility only.)
	Break annually. Destroy 1 year after break.
	GRS 1, item 33g

	05-090.016
	Canceled and ineligible applications, supplemental forms and attachments.
	Ineligible applications may be returned to the applicant with notice of ineligibility, unless otherwise directed by the local OPM area office.  Destroy ineligible applications not returned and canceled applications 90 days after date of action or when register is terminated, whichever is sooner.


	GRS 1, item 33h

	05-090.017
	Written test answer sheets for both eligibles and ineligibles.
	Destroy when 6 months old.
	GRS 1, item 33i

	05-090.018
	Lost or Exposed Test Material Case Files Records showing the circumstances of loss, nature of the recovery action and corrective action required.
	Break files annually.  Destroy 5 years after break.
	GRS 1, item 33j

	05-090.019
	Applications of eligibles on active register.
	Destroy upon termina- tion of the register (except applications that are brought forward to new register, if any).
	GRS 1, item 33k(1)

	05-090.020
	Applications of eligibles on inactive register.
	Destroy 1-12 months after eligibles are
placed on inactive register, depending on space availability and difficulty of replacing the application for restoration.
	GRS 1, item 33k(2)

	05-090.021
	Request for prior approval of personnel actions taken by agencies on such matters as promotion, transfer, reinstatement, change in status, etc., submitted by SF 59, Request for Approval of Noncompetitive Action, or equivalent.
	Break annually.  Destroy 1 year after break.
	GRS 1, item 33l



	05-090.022
	Certificate Files.  SF 39, Request for Referral Eligibles, SF 39A, Request and Justification for Selective Factors and Quality Ranking Factors and all papers upon which the certification was based; i.e., detailed rating schedule, record of selective and quality ranking factors used, list of eligibles screened for the vacancies, rating assigned, availability statements and other documentation material designated by the examiner of retention.  It is recommended that both the file copy and the audited report copy of the certificate be kept in this file.  Files should be arranged to permit reconstruction or validation of actions taken in the event of appeal or legal action.
	Break annually.  Destroy 5 years after break.
	GRS 1, item 33m

	05-090.023
	Certification request control index.

	Break annually.  Destroy 1 year after break.
	GRS 1, item 33n



	05-090.024
	DEP (Displaced Employee Program) application and registration sheet.
	Destroy upon expiration of employee's DEP eligibility.
	GRS 1, item 33o

	05-090.025
	DEP Control Cards, if maintained.

	Break annually Destroy 2 years after break.
	GRS 1, item 33p

	05-090.026
	Reports of audits of delegated examining operations.
	Destroy 3 years after date of the report.
	GRS 1, item 33q

	05-091.000
	Personal Injury Files, consisting of forms, reports correspondence and related medical and investigatory records relating to on-the-job injuries, whether or not a claim for compensation was made.  EXCLUDING copies filed in the Employee Medical Folder and copies submitted.
	Cut off on termination of compen sation or when deadline for filing a claim has passed.  Destroy 3 years after cutoff.
	GRS 1, item 31


